
61 

 

 
Chapter 4 

 
Class Copy Functions 

 
 

 

 

 
 
 
 
 
 
 
 

MICHIGAN 
ADULT EDUCATION 

REPORTING SYSTEM 
[MAERS] 

 
 
 

Revised November 2012 
 
 

 

 



62 

 

Chapter 4 – Class Copy Functions 
 
In this chapter you will learn the following: 
Section 4.0 – Where to find Class Copy Functions 
Section 4.1 – Copy Instructors into the Next Program Year 
Section 4.2 – Copy Locations into the Next Program Year 
Section 4.3 – Copy Courses into the Next Program Year 
Section 4.4 – Copy Classes with Enrolled Participants into the Next Program Year 
Section 4.5 – Copy Classes without Participants into the Next Program Year 
 

 

Section 4.0 – Where to find Class Copy Functions 
 
Class Copy functions are found in the Provider Admin tab. (Image 4.0a) 
 

 
                                    Image 4.0a 
 

 
 

Section 4.1 – Copy Instructors into the Next Program Year 
 
Click on the Copy to next PY  link within the Provider Admin tab, and then click on the 
Instructors  link.  Current Instructors can be copied from the prior program year between 
the dates of April 1st of the current Program Year to March 31st of the following Program 
Year. 
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                    Image 4.1a 
 

1. The header will provide the current year and next Program Year information 
2. To view or update a current Instructor record, click on the Instructor Name  link 

from the Instructor  column 
3. To copy an Instructor record into the next Program Year, check the Copy box.  

Multiple records can be copied at one time. 
4. Click Submit to copy the record into the new Program Year  (Image 4.1a) 

 
Copying a record into the next Program Year will always navigate to a Search Results 
screen.  This allows the record to then be updated and activated as needed.  (Image 4.1b) 
 

5 

 
                       Image 4.1b   
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1. A confirmation message regarding the copied records is displayed 
2. The header will provide the Program Year to which the record has been copied  
3. The Status column displays those records that need to be activated   
4. To view and activate the new Program Year record, click on the Instructor Name  

link from the Instructor column.  This allows you to view and update the Status to 
Active.  When the record is updated, the system will navigate back to the Search 
Results screen so other records can be activated if needed.  See Chapter 2, Class 
Functions; Section 2.2, Instructor Data Entry.   

5. To Add a new Instructor, refer to Chapter 2, Class Functions; Section 2.2, Instructor 
Data Entry 

Notes:   
 Multiple Instructor records can be copied at one time.  However, only one record can 

be updated at one time.   
 When copying an Instructor record, all data fields will be prefilled with the exception 

of Instructional Experience.  This field will only prefill if the previous year entry was 
More than three years.  Although data copies over, the Instructor Status still needs to 
be set to Active to be used in a Class.  All other information should be updated as 
needed. 

 

 
 

Section 4.2 – Copy Locations into the Next Program Year 
 
Click on the Copy to next PY  link within the Provider Admin tab, and then click on the 
Locat ions  link.  Current Locations can be copied from the prior program year between the 
dates of April 1st of the current Program Year to March 31st of the following Program Year. 
 
 

 
         Image 4.2a   
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1. The header will provide the current year and next Program Year information 
2. To view or update the current years Location record, click on the Location Name  

link from the Location column 
3. To copy a Location record into the next Program Year, check the Copy box.  Multiple 

records can be copied at one time. 
4. Click Submit to copy the record into the new Program Year  (Image 4.2a) 

 
Copying a record into the next Program Year will always navigate to a Search Results 
screen.  This allows the record to then be updated and activated as needed.  (Image 4.2b) 
 

 
               Image 4.2b 
 

1. A confirmation message regarding the copied records is displayed 
2. The header will provide the Program Year to which the record has been copied 
3. The Status column displays the records that need to be activated 
4. To view and activate the new Program Year record, click on the Location Name  

link from the Location column.  This allows you to view and update the Status to 
Active.  When the record is updated, the system will navigate back to the Search 
Results screen so other records can be activated if needed.  See Chapter 2, Class 
Functions; Section 2.3, Location Data Entry.   

5. To add a new Location, refer to Chapter 2, Class Functions; Section 2.3, Location 
Data Entry  

Notes:   
 Multiple Location records can be copied at one time.  However, only one record can be 

updated at one time.   
 When copying a Location record, all data fields will prefill.  Although data copies over, 

the Location Status still needs to be set to Active to be used in a Class.  All other 
information should be updated as needed. 
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Section 4.3 – Copy Courses into the Next Program Year 
 
Click on the Copy to next PY  link within the Provider Admin tab, and then click on the 
Courses  link.  Current Courses can be copied from the prior program year between the 
dates of April 1st of the current Program Year to March 31st of the following Program Year. 
 

 
            Image 4.3a   
 

1. The header will provide the current year and next Program Year information 
2. To view or update the current years Course record, click on the Course Name  

link from the Course Name column 
3. To copy a Course record into the next Program Year, check the Copy box.  Multiple 

records can be copied at one time. 
4. Click Submit to copy the record into the new Program Year  (Image 4.3a) 

 
Copying a record into the next Program Year will always navigate to a Search Results 
screen.  This allows the record to then be updated and activated as needed.  (Image 4.3b) 
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             Image 4.3b   
 

1. A confirmation message regarding the copied records is displayed 
2. The header will provide the Program Year to which the record has been copied  
3. The Status column displays those records that need to be activated 
4. To view and activate the new Program Year record, click on the Course Name  

link from the Course Name column.  This allows you to view and update the Status 
to Active.  When the record is updated, the system will navigate back to the Search 
Results screen so other records can be activated if needed.  See Chapter 2, Class 
Functions; Section 2.4, Course Data Entry.   

5. To add a new Course, refer to Chapter 2, Class Functions; Section 2.4, Course Data 
Entry 

Notes:   
 Multiple Course records can be copied at one time.  However, only one record can be 

updated at one time.   
 When copying a Course record, all data fields will prefill.   Although data copies over, 

the Course Status still needs to be set to Active to be used in a Class.  All other 
information should be updated as needed. 

 

 
 

Section 4.4 – Copy Classes with Enrolled Participants into the Next 
Program Year 
 
To copy a class to the next Program Year, the Instructors, Location, and Courses must to be 
copied from the prior Program Year first or new records created.  Once this is completed, 
then classes can be copied.  Refer to Chapter 4, Class Copy Functions; Sections 4.1, 4.2, and 
4.3. 
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Click on the Copy to next PY  link within the Provider Admin tab, and then click on the 
Classes  link.  A Program Year and filter screen is displayed.  (Image 4.4a)  Since classes 
can only be copied between specific dates, the From and To Program Year dates will 
prefill.   
 

 
                   Image 4.4a   
 
1. To narrow the search results, select an active record from one or more of the available 

dropdown lists.  To display all classes, leave the dropdown selections set to Any. 
2. Click on Search to view the classes. 
 
Classes with Enrolled Participants can only be copied from the previous program year 
beginning July 1st through July 31st. 
 
To copy a class with Enrolled Participants, the following criteria must be met: 

 The class must have an end date of June 30th 
 One or more Participants must be actively enrolled in the class 
 Attendance must be current for the active Participants through May 
 A Pre-Test must be on file for the active Participants in the new program 

year  
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                  Image 4.4b   
 

1. The header will provide the current year and next Program Year information 
2. Detailed instructions are displayed for Copy into Next PY with Participants and 

without Participants 
3. For programs with multiple classes, a Search box is available 
4. To view or update the previous year’s Class record, click on the Edit Original 

Class  link from the Class Name column 
5. A check box is displayed under the Copy with Participants column if the class can be 

copied into the new Program Year.  If a check box is not displayed, detailed reasons 
as to why the class cannot be copied with Participants is displayed. 

6. To copy a Class record with Participants into the next Program Year, check the box 
within the Copy with Participants column.  Only one record can be copied at a 
time. 

7. Click Submit to create the new class record into the new Program Year  (Image 
4.4b) 
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                   Image 4.4c 
 

1. A confirmation message regarding the copied record is displayed.  If the Class was 
copied but the Participants could not be copied, the confirmation would provide a 
list of reasons.  (Image 4.4c) 

2. The header will display the Program Year to which the record has been copied  
3. The class Status must be set to Active 
4. The Class information on all tabs must be verified then the Reviewed and 

Approved by must be entered 
Click Next Tab to move to the Class Funding tab.  See Chapter 2, Class Functions; Section 
2.5, Setting Up Classes to complete the Class Setup.  When the record is updated, the system 
will navigate back to the Class Copy screen so other class records can be copied if needed.   
 Notes:  

 When copying a Class record, all data fields will prefill across tabs with the exception 
of the Class Funding.  Funding is allocated on a Program Year schedule so this does 
need to be updated yearly for each Class.  However, if the previous year’s Instructor, 
Location, or Course for this class is not copied and activated first but other Instructors, 
Locations, or Courses have previously been activated for the new Program Year, these 
fields will be nullified with a dropdown selection to choose a different Instructor, 
Location, or Course.  All other information should be updated as needed. 
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Section 4.5 – Copy Classes without Participants into the Next 
Program Year 
 

To copy a class to the next Program Year, the Instructors, Location, and Courses must to be 
copied from the prior Program Year first or new records created.  Once this is completed, 
then classes can be copied.  Refer to Chapter 4, Class Copy Functions; Sections 4.1, 4.2, and 
4.3. 
 
Click on the Copy to next PY  link within the Provider Admin tab, and then click on the 
Classes  link.  Current Classes can only be copied into the next Program Year between the 
dates of April 1st of the current Program Year to March 31st of the following Program Year. 
 
To save a copied class record without Participants, the following criteria must be met: 

 Active Instructors, Locations, and Courses must already be entered or 
copied from the previous program year 

 

 

 
      Image 4.5a   
 

1. The header will provide the current year and next Program Year information 
2. Detailed instructions are displayed to Copy into Next PY with Participants and 

without Participants 
3. For programs with multiple classes, a Search box is available 
4. To view or update the current year’s Class record, click on the Edit Original 

Class  link from the Class Name column 
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5. A Class can be copied without Participants as many times as needed by the program.  
Example:  If a program needs to offer five sections ABE Math 101 in a Program Year, 
the ABE Math 101 can be copied without Participants five times. 

6. To copy a Class record without Participants into the next Program Year, check the 
Copy without Participants box.  Only one record can be copied at a time. 

7. Click Submit to create the new class record into the next Program Year  (Image 
4.5b) 

 

 
                    Image 4.5b  
 

1. A confirmation message regarding the copied record is displayed  (Image 4.5b) 
2. The header will display the Program Year to which the record has been copied  
3. The class Status must be set to Active 
4. The Class information on all tabs must be verified then the Reviewed and 

Approved by must be entered 
Click Next Tab to move to the Class Funding tab.  See Chapter 2, Class Functions; Section 
2.5, Setting Up Classes to complete the Class Setup.  When the record is submitted, the 
system will navigate back to the Class Copy screen so other class records can be copied if 
needed.   
Notes:   

 When copying a Class record, all data fields will prefill across tabs with the exception 
of the Class Funding.  Funding is allocated on a Program Year schedule so this does 
need to be updated yearly for each Class.  However, if the previous year’s Instructor, 
Location, or Course for this class is not copied and activated first but other Instructors, 
Locations, or Courses have previously been activated for the new Program Year, these 
fields will be nullified with a dropdown selection to choose a different Instructor, 
Location, or Course.  All other information should be updated as needed. 
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